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NAVAIRHQ AND NAWCAD TIMESHEET
(This form is only to be used by employees serviced by the Pax River Payroll Office)
Sat
Fri
Thurs
Wed
Tues
Mon
Sun
FMS
Act.
SDA
Flag
LHR
SHIFT
Injury
Date
ND
Prem.
No.
A/A
Type
Chargeable Object Number
A/A TYPE - Type Hour Code (e.g., RG, LA, LS)                PREMIUM NO. - Environmental/Hazard Codes              ND - Night Differential (GS Only)                 INJURY DATE - Date of Injury
 
SHIFT - Shift Code Override (WG Only)                         LHR - Last Hour Indicator (WG Only)                                    SDA FLAG - System Generated                 DAYS OF WEEK - Enter Appropriate Hours 
 
FMS ACT - Type of Work Performed by FMS Employees
Certification:  Attendance and absences including changes marked hereon are certified correct.  Leave and/or overtime approved in accordance with existing laws and regulations.  I did not suffer or permit any overtime work other than as reported hereon for this week, if this employee is nonexempt.
NAVAIRHQ AND NAWCAD WORK SCHEDULE REQUEST
(This form is only to be used by employees serviced by the Pax River Payroll Office)
PART I.  EMPLOYEE INFORMATION AND SCHEDULE SELECTION
SUN
SAT
FRI
THU
WED
TUE
MON
WK 2
GS NGT DIFF
WK 1
GS NGT DIFF
SUN PAY
GS Night Differential 
6.  Enter Work Schedule
Pay Week
Non Pay Week
PART II.  SUPERVISORY CERTIFICATION
Timesheet Overview:
The Timesheet portion of the combined NAVAIRHQ and NAWCAD Timesheet and Work Schedule Request should be completed by either the Employee or the Employee's Supervisor when the employee is unable to enter time in Navy ERP.  The timesheet will need to be approved by the Employee's supervisor prior to submitting the completed form to Payroll for processing.  
 
The combined NAVAIRHQ and NAWCAD Timesheet and Work Schedule Request has a button in the top left corner labeled “Submit PDF” that can be used to submit the completed form to Payroll.  This button will attach the completed form as a PDF file using Microsoft Outlook on your computer and auto-populate the Payroll Team members as the recipients.  Please be sure to select Encrypt within the Options tab prior to sending the email since the form(s) contains PII data.  It is recommended you utilize the submit button as faxing the form(s) is highly discouraged because of the PII data.  You may drop off the form at Building 439 if desired.  Note:  If the form is saved to your computer for future use, it will become unusable when an updated version of the form(s) is posted to the MyNAVAIR link.  You will need to download the new version to maintain functionality of the form(s).
 
The Payroll team will enter the information into the Defense Civilian Payroll System (DCPS) to ensure a paycheck is issued to the employee, but the time must still be entered in Navy ERP after access is obtained to keep the two systems in sync and for proper charging of time to charging objects.  
 
Timesheet Instructions:
The following fields must be completed.
 
·         Employee Name (This will auto-populate the Work Schedule form as well);
·         Social Security Number (DCPS executes by the SSN.  This field will auto-populate the Work Schedule form as well)
·         Weekending Date
·         Supervisor Name
·         Supervisor Phone Number
·         Chargeable Object Number (Not required for DCPS, but you may want to enter the appropriate Cost Center/NWA/WBS to assist with entry into Navy ERP when access is obtained)
·         AA Type (Enter the appropriate Absence/Attendance Code such as RG, OS, LA, LS, CE, CT to reflect hours worked or leave taken)
·         Sun/Mon/Tue/Wed/Thurs/Fri/Sat (Enter the appropriate hours for each day in line with its corresponding AA Type)
·         Supervisor Signature (Either electronic or manual)
·         Date (Date supervisor signed the form)
 
 
Work Schedule Overview:
The Work Schedule portion of the combined NAVAIRHQ and NAWCAD Timesheet and Work Schedule Request should be completed by either the Employee or the Employee's Supervisor when a work schedule change is required or a new employee will be working a schedule other than an eight (8) hour days.
 
The combined NAVAIRHQ and NAWCAD Timesheet and Work Schedule Request has a button in the top left corner labeled “Submit PDF” that can be used to submit the completed form to Payroll.  This button will attach the completed form as a PDF file using Microsoft Outlook on your computer and auto-populate the Payroll Team members as the recipients.  Please be sure to select Encrypt within the Options tab prior to sending the email since the form(s) contains PII data.  It is recommended you utilize the submit button as faxing the form(s) is highly discouraged because of the PII data.  You may drop off the form at Building 439 if desired.  Note:  If the form is saved to your computer for future use, it will become unusable when an updated version of the form(s) is posted to the MyNAVAIR link.  You will need to download the new version to maintain functionality of the form(s).
 
The Payroll team will be entering the new work schedule in both Navy ERP and DCPS.  Requests for schedule changes must be received prior to the start of the pay period in which the new schedule takes effect.  Note:  For new employees this information does not need to be sent over prior to the beginning of the pay period which they come on board.  It should be sent over with the timesheet for the week they report.
 
Work Schedule Instructions:  The following fields must be completed.
 
·         Employee Name (This field may be auto-populated if the Timesheet was already completed)
·         Social Security Number (DCPS executes by the SSN.  This field may be auto-populated if the Timesheet was already completed)
·         ORG Code
·         Submit Date
·         Effective Date (Will be the Sunday of the full pay period the new schedule takes effect)
·         Work Schedule (Enter the appropriate numbers of hours in each day to reflect the work schedule desired and approved by the supervisor)
·         Supervisor Signature (Either electronic or manual)
·         Date (Date supervisor signed the form)
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